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Statewide Management, Accounting and Reporting Tool

Travel & Expenses

Creating Travel Authorizations: User Procedure
Procedure

Employees, or their proxies, create travel authorizations before departing on business trips. The
employees' expenses may be either regular (the employee pays for them out-of-pocket and is
reimbursed later) or prepaid (paid before the travel using an agency Procurement Card, or PCard).

To create a travel authorization, you need to know the traveler's State of Kansas Employee ID number,
the dates the employee will travel, and the expenses the travel will incur.

In this simulation, you are a proxy for Anthony Smart and will create a travel authorization for him.
Anthony will leave his duty station in Topeka on April 12, 2013 for training in lowa City, lowa. He will
return on April 14, 2013. He will stay two nights at a Marriott Hotel in lowa City, at a rate of $125/night.
This stay will be prepaid on a PCard. Most meals will be provided for Anthony, either by the hotel (a
complimentary breakfast buffet each morning) or as part of the training package (lunches are provided
and supper is provided for April 12 and 13). Anthony will be reimbursed for supper on April 14 at up to
$23.00.

For this simulation, please pretend that today's date is 03/25/2013.

Personalize Content | Layout Help
Menu -l
Search:
®

> My Favorites
[ Kansas
> Employee Self-Semice
> Manager Self-Senice
[ Supplier Contracts
[ Customers
[ Products
[ Custormer Contracts
[ ltems
[ Vendors
[> Purchasing
[> eProcurement
[ Senvices Procurement
> Sourcing
> Demand Planning
b Grants
> Project Costing
[> Travel and Expenses
[ Travel Administration
> Billing
[ Accounts Receivable
[> Accounts Payahle
[ Asset Management
[> Banking
> Commitment Contral
> General Ledger
[> Statutory Reports
[ Set Up Financials/Supply Chain
[ Worklist
> Tree Manager
> Reporting Tools
[ PeopleTools

Change My Password

My System Profile

My Dictionary

Dione & Local intranet iy v 0% -
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1. SMART opens the Travel and Expenses menu.

Click the Travel and Expenses link.
[l Travel and Expenses|

GMART | e |

> Supplier Contracts

1> Customers o Travel and Expenses
[> Products
I Custorer Contracts Access travel and expenses.
[ ltems Approve Transactions Manage Employee Information Load External Information
[ Vendors Approve and modify expenses transactions, Load employee data, update profiles, process Load external data and review corporate card
I Purchasing | Aorove Transactions notifications, process DCAA notifications, and feed errors.
[> eProcurement =] Modify Approved Transactions print reports. =] Load Exfernal Data Sources
[> Services Procurement
> Sourcing
[> Demand Planning
[» Grants
b Project Costing Manage Expenses Security Process EXpenses Manage Accounting
Authorize Expense users and reassign Verify Receits, run expenses processing, View/adjust accounting entries, print reports,
> Approve Transactions approval work. update staged payments, close expenses, reconcile cash advances and airline tickets,
[ Manage Employee review payments, or cancel travel request budget checking, or rollover travel
Infarmation .assign Approval Work authorizations. authorizations.
[ Load External Information Verify Receipts
[» Manage Expenses Exi
Security

[» Process Expenses i

[- Manage Accounting

I Real-Time Analysis Real-Time Analysis I, Travel and Expense Center Expense Reports
b Expense Rem:s Update expenses pagelet information, view Centralized Travel and Expense Center Access expanse reports

predicted expenses summary page of view
transactions in progress page
Update Expenses Paoelet Info

[ Central Entry
= Travel and Expense Center =
[> Travel Administration

[> Billing

[> Accounts Receivable

[ Accounts Payable Central Entry

I Asset Management Enter travel and expense information
> Banking T

llet Transactions
[ Commitment Control th
[ General Ledger
[ Statutory Reports
[ Set Up Financials/Supply
Chain
[> Worklist
[> Tree Manager
> Reporting Tools
> PeopleTools
- Change My Password
= My System Profile
= My Dictionary

</

& Local intranet 4 v Hiow -

Step Action

2. SMART opens the Travel and Expenses menu.

Click the Travel and Expense Center link.

ravel and Expense Cented

3. SMART opens the Travel and Expense Center menu.

Click the Travel Authorization link.
ravel Authur‘izatiun]

4. SMART opens the Travel Authorization menu.

Click the Create link.
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q | H RT Home Worklist Add to Favorites Sign out

Search: A New Window | Help | J&)

(O]

I My Favorites Travel Authorizatien

[ Kansas
[» Manager Self-Service
> Supplier Contracts

1> Customers EmpilD: Q
[ Products Travel Authorization ID:|[NEXT

[> Customer Contracls

[ Items

[ Vendars Add
> Purchasing
[> eProcurement
I> Services F it Find an Existing Value | Add a New Value
> Sourcing
[> Demand Planning
[» Grants
[ Project Costing
-~ Travel and Expenses
[ Approve Transactions
[ Manage Employee
Information

[» Load External Information
[> Manage Expenses
Security
[» Process Expenses
[» Manage Accounting
[» Real-Time Analysis
[» Expense Reporis
[ Central Entry
= Travel and Expense Center
[> Travel Administration
[> Billing
[> Accounts Receivable
[» Accounts Payable
> Asset Management
> Banking
[ Commitment Control
[ General Ledger
[» Statutory Reports
[ Set Up Financials/Supply

Chain
> Worklist v
Cone & Local intranet 45~ Hooow -
Step Action
5. SMART opens the Travel Authorization screen, if you are a proxy for at least one

person. If you are not a proxy for any other person, you will not see this screen.

NOTE: Please refer to the "Setting up Proxies" job aid for more information regarding
proxies.

Make sure the "Add a New Value" tab is highlighted.
For the purposes of this simulation, you are the proxy for Anthony Smart.

Click in the EmplID field.

[ ]

6. Enter the desired information into the EmplID field. For this simulation, enter
"K0000220288".

7. Click the Add button.
Add
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q m H RT Home Worklist Add to Favorites Sign out

Search: Al Mew Window | Help | Customize Page | &, 4
[> My Favorites P

b Cenmes Create Travel Autherization

v Employes Seff Senice Travel Authorization Entry

[» Manager Self-Service

[> Supplier Contracts Anthony Smart User Defaults Authorization ID: NEXT

[> Customers

[> Producis Quick Start: A Blank Authorization v | GO

[» Customer Contracts

I ltems ~ General Information

[> Vendars -

1> Purchasing *Description: [ Comment:

I eProcurement “Business Purpose: | ~

[» Senvices Procurement

[> Sourcing Default Location: | Q

[ Demand Plannin

© Grants g “Date From: “Date To:

[ Project Costing

[getendEpenses Accounting Defaults More Options: V‘ GO ‘ ‘

[ Approve Transactions
e mirl:rﬁ;i%;ﬂpmyeé Job Title: Senior Administrative Asst Address 1: 3519 SW 28th
[ Load External Information
[> Manage Expenses
Security city:
[» Process Expenses
[» Manage Accounting
[» Real-Time Analysis
> Expense Reporis
[ Central Entry
= Travel and Expense Center
[ Travel Adrministration
[> Billing
[> Accounts Receivable
> Accounts Payable
- Asset Management
> Banking
[ Commitment Control
[ General Ledger
[ Statutory Reports
> Set Up FinancialsiSupply

‘Official Station: Landon State Office Building ~ Address 2:

Lawrence State:  KS Postal: 66253

Chain K .. -
> Worklist v | >
Done & Local intranet Sy v Hi00% -

8. SMART opens the Travel Authorization Entry page.

Begin in the General Information section. First, you will identify the Description of the
travel.

Click in the Description field.
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q | H RT Home \Worklist Add to Favorites

Sign out

Search: A Mew Window | Help | Customize Page | &, 4
[> My Favorites - .

b Kansas Create Travel Autherization

> Employee Sel-Service 1 i

B S e Travel Authorization Entry

[» Supplier Contracts Anthony Smart User Defaults Authorization ID: NEXT

[> Customers

[» Products Quick Start: A Blank Authorization ¥ | GO

[> Customer Contracls

> Items ~ General Information

[> Vendars .

[> Purchasing “Description: ” Comment:

[ eProcuremant “Business Purpose: ‘ o |

[> Services Procurement

I Sourcing Default Location: | a

[ Demand Planning . | 5 - &l

I Grants Date From: ‘ Date To:

[ Project Costing

[raEEE e e Accounting Defaulis More Options: "‘ Go ‘ ‘

[ Approve Transactions
¢ ’Ivr‘ﬂzrl:rirlr%:tion " Job Title: Senior Administrative Asst Address 1: 3518 SW 29th
[» Load External Information
[> Manage Expenses
Security
[» Process Expenses
[» Manage Accounting
[» Real-Time Analysis
[+ Expense Reporis
[ Central Entry
= Travel and Expense Center
[> Travel Administration
[> Billing
[> Accounts Receivable
[» Accounts Payable
> Asset Management
> Banking
[ Commitment Control

[ General Ledger Copy Selected ‘ Delete Selected ‘ MNew Expense v | Add Check For Errors

[» Statutory Reports

e, | ————
Chain Authnrizar Amannt: nnn 1ien v

[> Worklist (< | >

‘Official Station: Landon State Office Building ~ Address 2:

City: Lawrence State:  KS Postal: §6253

& Local intranet E R S

9. Enter the desired information into the Description field. For this simulation, enter "Class
in lowa City, I1A".

10. Identify the Business Purpose.

Click the Business Purpose drop-down list.
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q | H RT Home Worklist Add to Favorites Sign out

Search: A New Window | Help | Customize Page | |8, #
[> My Favorites - .
b Kansas Create Travel Authorization
 Employes Self-Senice Travel Authorization Entry
[» Manager Self-Service
[» Supplier Contracts Anthony Smart User Defaults Authorization ID: NEXT
[> Customers
[» Products Quick Start: A Blank Authorization *| GO
[> Customer Contracls
> Items ~ General Information
[> Vendars
I Purchasing *Description: ‘Class in lowa City, 1A Comment:
[ eFrocurement *Business Purpose: v
[> Services Procurement
5 Agency Support Activi
I Sourcing Default Location: Aiﬂnw o TV
[> Demand Planning
© Grants Date From: Client Transportation

Confe
[> Project Costing onference

T | and Ex Inspections
[P UELEIED DEIEE] Accounting Defaulis ~ |Maintenance More Options: v‘ GO‘ ‘
[ Approve Transactions

I Manage Employee Weeting
: ploy Job Title: Senior Training Eears

Information
[» Load External Information
[> Manage Expenses
Security
[» Process Expenses
[» Manage Accounting
[» Real-Time Analysis
[+ Expense Reporis
[ Central Entry
= Travel and Expense Center
[> Travel Administration
[> Billing
[> Accounts Receivable
[» Accounts Payable
> Asset Management
> Banking
[ Commitment Control

[ General Ledger Copy Selected ‘ Delete Selected ‘ Mew Expense v | Add Check For Errors

[» Statutory Reports

s | —————
Chain Buthnrizac Amannt: nnn 1ien v

Official Station: Landon State Office Building ~ Address 2:

City: Lawrence State:  KS Postal: 66253

I Worklist B | 3
&J Local intranet Gy v Hi00% -
Step Action
11. The employee is travelling for training.

Click the Training item from the drop-down list.

12. Indicate whether the location is in-state/border area, out-of-state, out-of-state high cost,
out-of-state special high cost, or international. lowa City is not on the list of border cities for
State of Kansas travel purposes, so it would be considered out-of-state.

NOTE: Itis important to enter this information correctly at this stage. If the information is
incorrect, errors will occur in later stages that will need to be fixed. Refer to the Travel
Expense Reimbursement Handbook at
http://da.ks.gov/ar/lemployee/travel/archive/archive.htm for locations.

Click the Look Up Default Location button.

Q]
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GMART

Search:
®

> My Favorites

[ Kansas

> Employee Sel-Service
[» Manager Self-Service
> Supplier Contracts

[> Customers

[» Products

[> Customer Contracls
[ Items

[> Vendars

> Purchasing

[> eProcurement

[> Services Procurement
> Sourcing

[> Demand Planning

[» Grants

[ Project Costing

A

Look Up Default Location

Search by: |Expense Location v |begins wnh‘

Look Up | Cancel ‘Advan:edLoakun

First [4] 15075 [b] Last

Expense Location|Description
Out-of-State, High Cost Area
In-state & Border City Travel
International
Out-of-State

Home Worklist

Add to Favorites Sign out

New Window | Help | }&,

SHCST Out-of-State/Special High Cost

-~ Travel and E:
[ Approve Transactions
[ Manage Employee
Information

[» Load External Information
[> Manage Expenses
Security
[» Process Expenses
[» Manage Accounting
[» Real-Time Analysis
[+ Expense Reporis
[ Central Entry
= Travel and Expense Center
[> Travel Administration
[> Billing
[> Accounts Receivable
[» Accounts Payable
> Asset Management
> Banking
[ Commitment Control
[ General Ledger
[» Statutory Reports
> Set Up Financials/Supply
Chain
> Worklist v

& Local intranet S5 v ®aoow -

Step Action

13. Click the OUTST link.

14. Next, enter the dates of travel.

Click in the *Date From: field.

[ ]

15. Enter the desired information into the Default Location field. For this simulation, enter
"04/12/2013".
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GMART |

\dd to Favorites Sign out

Search: A New Window | Help | Customize Page | [8, #
[> My Favorites - .

b Kansas Create Travel Autherization

> Employee Sel-Service 1 i

B S e Travel Authorization Entry

[» Supplier Contracts Anthony Smart User Defaults Authorization ID: NEXT

[> Customers

[» Products Quick Start: A Blank Authorization *| GO

[> Customer Contracls

[ Items ~ General Information

[> Vendars "

I Purchasing *Description: ‘Classm lowa City, IA Comment:
I eProcurement *Business Purpose: ‘Traming vl

[> Services Procurement

> Sourcing Default Location: | Out-of-State Q

[> Demand Planning
© Grants *Date From: 04/12/2013 [5 *Date To: [

[ Project Costing
[~ Travel and Expenses
[ Approve Transactions
i nzrlgrﬁ:ﬁ%rﬂnpmyee Job Title: Administrative Assistant Address 1: 12345 Lollipop Lane
[» Load External Information
[> Manage Expenses
Security
[» Process Expenses
[» Manage Accounting
[» Real-Time Analysis
[ Central Entry
= Travel and Expense Center
[» Travel Administration

Accounting Defaults More Options: v‘ GO ‘ ‘

‘Official Station: Landon State Office Building ~ Address 2:

City: Salina State:  KS Postal: 66895

I Billing | "‘ [ |

[> Accounts Receivable | v‘ | = |

[» Accounts Payable

> Asset Management | v‘ | %l b |
> Banking

I Commitment Control = | v‘ [ =

> General Ledger

[ Statutory Reports Copy Selected ‘ Delete Selected ‘ Mew Expense v | Add Check For Errors

[ Set Up Financials/Supply

G e ——
b Workdist Autharizad Amonnt- nnn 1ien =

[ Tree Manager Vi< | s

& Local intranet. Sy v Hi00% -

Action

16. Click in the *Date To: field.
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q | H RT Home \Worklist Add to Favorites

Sign out

Search: A Mew Window | Help | Customize Page | &, 4
[> My Favorites - .

b Kansas Create Travel Autherization

> Employee Sel-Service 1 i

B S e Travel Authorization Entry

[» Supplier Contracts Anthony Smart User Defaults Authorization ID: NEXT

[> Customers

[» Products Quick Start: A Blank Authorization ¥ | GO

[> Customer Contracls

[ Items ~ General Information

[> Vendars .

I Purchasing *Description: [Classin lowa City, 1A Comment:
I eProcurement “Business Purpose: ‘Traming vl

[> Services Procurement

> Sourcing Default Location: | Out-of-State Q

[> Demand Planning

> Grants *Date From: ‘DM12/2013 [51 *Date To: [5)

[ Project Costing
-~ Travel and Expenses
[ Approve Transactions
[ Manage Emp - -
Infarmation Job Title: Administrative Assistant Address 1: 12345 Lollipop Lane
[» Load External Information
[> Manage Expenses
Security
[» Process Expenses
[» Manage Accounting
[» Real-Time Analysis
[ Central Entry
= Travel and Expense Center
[» Travel Administration

Accounting Defaults More Options: v‘ GO ‘ ‘

‘Official Station: Landon State Office Building ~ Address 2:

City: Salina State:  KS Postal: 66895

[» Billing |

[ Accounts Receivable | "’l | ._|

[» Accounts Payable =

> Asset Management | ,,H -,l b |
> Banking

I Commitment Control = | "l [ =

> General Ledger

[ Statutory Reports Copy Selected ‘ Delete Selected ‘ MNew Expense v | Add Check For Errors

[ Set Up Financials/Supply

G I ——
b Workdist Autharizad Amonnt- nnn 1ien =

[ Tree Manager Vi< | s

& Local intranet E A S

Step Action

17. Enter the desired information into the Date To field. For this simulation, enter
"04/14/2013".
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q | H RT Home Worklist Add to Favorites Sign out

Search: A New Window | Help | Customize Page | [8, #
[> My Favorites - .

b Kansas Create Travel Authorization

© Employes Se Senice Travel Authorization Entry

[» Manager Self-Service

[» Supplier Contracts Anthony Smart User Defaults Authorization ID: NEXT
[> Customers

[» Products Quick Start: A Blank Authorization *| GO

[> Customer Contracls

> Items ~ General Information

[> Vendars

1> Purchasing *Description: ‘CHSS”’I lowa City, 1A Comment:

I eProcurement “Business Purpose: | Training ]

[> Services Procurement

I Sourcing Default Location: [out-of-state Q

[ Demand Plannin

I Grants g *Date From: 04/12/2013 [ *Date To: [0414/2013 [

[ Project Costing
[~ Travel and Expenses
[ Approve Transactions
i nzrlgrﬁ:ﬁ%rﬂnpmyee Job Title: Administrative Assistant Address 1: 12345 Lollipop Lane
[» Load External Information
[> Manage Expenses
Security
[» Process Expenses
[» Manage Accounting
[» Real-Time Analysis
[ Central Entry
= Travel and Expense Center
[» Travel Administration
[» Billing
[> Accounts Receivable
[» Accounts Payable
> Asset Management
> Banking
[ Commitment Control u

Accounting Defaults More Options: v‘ GO ‘ ‘

Official Station: Landon State Office Building ~ Address 2:

City: Salina State:  KS Postal: 66895

> General Ledger

[ Statutory Reports Copy Selected ‘ Delete Selected ‘ Mew Expense v | Add Check For Errors

[ Set Up Financials/Supply

G e ——
b Workdist Autharizad Amonnt- nnn 1ien =

[» Tree Manager v | . =
& Local intranet. Sy v Hi00% -
Step Action
18. Next, you need to enter/view information in the Details section.

Use the right scroll bar to navigate down to the Details section.

Click the right scrollbar.

19. In the Details section, enter each expense that requires travel authorization on a separate
line item. These can include airfare, hotel, per diem, rental vehicles, airport parking, etc.

For this simulation, you will enter line items for:

* Prepaid expense
» Two nights at a Marriott Hotel
* April 12 and 13, 2013
+ At $125/night (this includes room and lodging/bed tax)

* Regular Expense (that will be reimbursed to the employee after travel is completed)
* For one dinner (4/14/2013)
» Up to $23.00

NOTE: Refer to the Travel Expense Reimbursement Handbook at
http://da.ks.gov/ar/lemployee/travel/archive/archive.htm for hotel and meal rates.
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q | H RT Home Worklist Add to Favorites Sign out

Search: ~ Mew Window | Help | Customize Page | &, 4
- ® ~
I'z wy Favorites Create Tr2AGRICULTURAL SUPPLIES |
g Eﬂ"alﬁs o AR CHARTER SVCINT
mployee Selr-Serice Travel AaRr CHARTER SVC IS
[» Manager Self-Service AIR CHARTER SVC 0S
[> Supplier Contracts Anthony St g TRAVEL INT —| User Defaults Authorization ID: NEXT
[> Customers
AIR TRAVEL IS
b [HIEGE Quick Start:| g TRAVEL 08 o] cof
[ Customer Contracts AIRCRAFT FUEL
';s‘zrﬂndsms |~ General ifigkeibpt =it
& Purchasin “Descriptif BAGGAGE FEE 03 Comment:
9 BASIC ALLOWANCE HSNG
[ &=aEie wi “Business| BASIC ALLOWANCE SUBS b
I Senices Procurement BUILDING SPACE RENTAL
© Sourcing Default L{ by 5 FARE INT Q
[ Demand Plannin
b Grants g “Date Frof EUS E:EE ‘5’8 te To: [04H4/2013 |[5
D?’“JE?CEEIE'X”Q CAR SVC TIRE REP INST
| Travel and =xpenses Accountinl CELLULAR PHONE More Options: ] so| ‘
& Approve Transaclions CHARTER BUS SVC INT
[> Manage Emp|
Wom%mﬂ JobTitle: |CHARTERBUSSVCIS Address 1: 12345 Lollipop Lane
CHARTER BUS SVC 08
[ Load External Information Official Sta| CLOTHING §  Address 2
b "S"a"ag_e Expenses CONFER WTG RGTR INT
s P““”“’ = CONFER TG RGTRIS city: Salina state:  Ks Postal: 86895
Focess Expenses CONFER TG RGTR 0S
[> Manage Accounting COURIER SERVICE
EE“F:'EETA“"’S‘S i COURT COSTS Customize | Find |
EUEIELY CRISIS INTERVENTION - =
= Iravel and Expense Center | CURRENCY Gony FeES Destination Date *Amount Currency
[ Travel Administration =
I> Billing | T|
[> Accounts Receivable | "’l | ‘_l
[> Accounts Payable = L]
[> Asset Management | ,,H -,l
> Banking
I» Commitment Control = | "l [ =
> General Ledger
[ Statutory Reports Copy Selected ‘ Delete Selected ‘ MNew Expense v | Add Check For Errors
[ Set Up Financials/Supply
Cran T ———————— T ———
[ T Butharizad Amont- nan 1en il
[> Tree Manager V(< | >
& Local intranet E R S

This part of the simulation covers prepaid expenses using PCards.

Click the Expense Type drop-down list.

. v]
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q | H RT Home Worklist Add to Favorites Sign out

Search: & New Window | Help | Customize Page | [8, #
I; w;:::;’““ Create TraAGRICULTURAL SUPPLIES
& Empl Seli-Si AIR CHARTER SVC INT

(TREED SR A L Travel AaRr cHARTER SVC IS
[» Manager Self-Service AIR CHARTER SVC 0S
[> Supplier Contracts Anthony S| a5 TRAVEL INT —| User Defaults Authorization ID: NEXT
[> Customers

AIR TRAVEL IS

[» Products Quick Start:| ;10 TRAVEL 03 n *| GO
[ Customer Contracts AIRCRAFT FUEL
[ LETS [~ General b=t
1> Purchasing LEELIL

BASIC ALLOWANCE HSNG

[> eProcurement “Business BASIC ALLOWANCE SUBS :lv

1> Vendors BAGGAGE FEE 03 A Comment: ‘
> Services Procurement BUILDING SPACE RENTAL

II; 32?:::3 Plannin DeraUt LBUS FARE INT -
P 9 “Date froj BUS FARE S te To: (041412013 51
P Pz Creis CAR SVC TIRE REF INST
[raEEE e e Accounti CELLULAR PHONE More Options: v] co ‘
mﬂwve gﬂ”fﬂ:“"”ﬁ CHARTER BUS SVC INT
mErl:rErlT%:tiornnp ovee JobTitle: |CHARTERBUS SVC IS Address1: 12345 Lollipop Lane
CHARTER BUS SVC 08
E ;‘;ﬁ:‘;ﬂpﬂn‘ggmﬁm" Official Sta CLOTHING o Address2:
L CONFER MTG RGTR INT
Security CONFER MTG RGTR IS City: Salina State:  KS Postal: 66895
P EEIS 2T CONFER TG RGTR 0S
[ Manage Accounting COURIER SERVICE
[ Real-Time Analysis Detai COURT COSTS
(> Central Entry Customize | Find

= Travel and Expense Center
[» Travel Administration
[» Billing |
[> Accounts Receivable |
[» Accounts Payable
|
|

CRISIS INTERVENTION 1
[ CURREMCY CONV FEES ’W Date Amount Currency

> Asset Management
> Banking
[ Commitment Control

> General Ledger

[ Statutory Reports Copy Selected ‘ Delete Selected ‘ MNew Expense v | Add Check For Errors

[ Set Up Financials/Supply

G e ——
b Workdist Autharizad Amonnt- nnn 1ien =

[> Tree Manager (< | >

& Local intranet. Sy v Hi00% -

Step Action

21. Choose an Expense Type from the dropdown menu. Scroll to see the correct code.

Click the right scrollbar.
22. Click the PRPD LODGING OS from the drop-down list.

PRPDLODGING 0
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GMART TR

vorites Sign out

Search: A Mew Window | Help | Customize Page | &, 4
®
[> My Favorites - .
b Kansas Create Travel Authorization
" Employes Self-Senice Travel Authorization Entry
[» Manager Self-Service
[» Supplier Contracts Anthony Smart User Defaults Authorization ID: NEXT
[> Customers
[» Products ~ General Information
[» Customer Contracts - "
b ltems *Description: ‘CHSSIH lowa City, 1A Comment:
I Vendors “Business Purpose: | Training v
> Purchasing
1> eFrocurement Default Location: | Out-of-State Q
[> Services Procurement
I Sourcing *Date From: (0411212013 |5 *Date To: 0411412013
[> Demand Planning
:; g:;:}; Costing Accounting Defaulis More Options: v‘ G0 ‘ ‘
- Travel and E:
- Approve Transactions Job Title: Administrative Assistant Address 1: 12345 Lollipop Lane
’ ’I\/’l‘érl:rﬁ:ﬁ%’r_‘np\oyee Official Station: Landon State Office Building ~ Address 2:

[» Load External Information

[> Manage Expenses
Security

[» Process Expenses

[» Manage Accounting

[» Real-Time Analysis

[ Central Entry =
= Travel and Expense Center @l PRPD LODGING CONF 0S v ||| =]

[» Travel Administration ‘

City: Salina State: KS Postal: 66395

T — |

I Billing V‘ [ -
[> Accounts Receivable ‘ v‘ ‘ =]
[» Accounts Payable

[> Asset Management ‘ v‘ ‘ =]

> Banking N

> Commitment Control ~ CopySelected | Delete Selected | [New Expense v| Add Check For Ermors

> General Ledger
[ Statutory Reports

[ SetUp F N
Chain (L 0.00 USD
I worklist ‘ Undate Totals | | 4
[> Tree Manager (< | >
& Local intranet E A S

Step Action

23. Enter the travel destination.

Click in the Destination field.
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q | H RT Home Worklist Add to Favorites Sign out

Search: & New Window | Help | Customize Page | [8, #

(]

> My Favorites

I Kansas Create Travel Autherization

2 ;ﬁ:ﬂ"ﬁ'{;ﬁ;ﬁ;‘;ﬁﬂmﬂgf Travel Authorization Entry
[» Supplier Contracts Anthony Smart User Defaults Authorization ID: NEXT
[> Customers
[» Products ~ General Information
[» Customer Contracts . L ‘Classinlnwa City, 1A .
© Items Description: 8 Comment:
I Vendors *Business Purpose: | Training v
> Purchasing
1> eFrocurement Default Location: | Out-of-State Q
[> Services Procurement
1 Sourcing *Date From: 041212013 [5 *Date To: |04/14/2013
[> Demand Planning
[> Grants "
Accounting Defaults : GO ‘
I Project Costing Accounting Defaults More Options: = ‘ ‘

[~ Travel and Expenses
[ Approve Transactions
[ Manage Employee
Information
[» Load External Information city: salina State:  Ks Postal: 66895
[> Manage Expenses
Security
[» Process Expenses »
[» Manage Accounting Customize | Find

U Real-Time Analysis Select| [*Expense Type | Destinaton = |'Date  |:Amount |Currency[:PaymentType |
[> Central Entry =
= Travel and Expense Center ] PRPD LODGING CONF 08 |+ | = 0.00 USD @

[» Travel Administration ‘

Job Title: Administrative Assistant Address1: 12345 Lollipop Lane

Official Station: Landon State Office Building ~ Address 2:

I Billing V‘ [ -

[> Accounts Receivable ‘ ‘,‘ ‘ =

[» Accounts Payable

[> Asset Management ‘ v‘ ‘ =]

> Banking N

> Commitment Control ~ CopySelected | Delete Selected | [New Expense v| Add Check For Emors

> General Ledger

[ Statutory Reports
[ SetUp F IsiSuppl!
Cl;a”.? R Ly Authorized Amount: 0.00 USD

> Worklist | \indista Tatais || el
I Tree Manager v | >

&J Local intranet Sy v Hi00% -

Step Action

24. Enter the desired information into the Destination field. For this simulation, enter "lowa
City, 1A".

25. Click in the Date field.

[ ]

26. Enter the first date of travel in the date column.

Enter the desired information into the Date field. For this simulation, enter "04/12/2013".
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Step Action

The Expense Type you selected (PRPD LODGING OS) indicates that this hotel cost line is

27.

GMART

Search:
®

> My Favorites

[ Kansas

> Employee Sel-Service
[» Manager Self-Service
> Supplier Contracts

[> Customers

[» Products

[> Customer Contracls
[ Items

[> Vendars

> Purchasing

[> eProcurement

[> Services Procurement
> Sourcing

[> Demand Planning

[» Grants

[ Project Costing

Home Worklist
~ New Window | Help | Customize Page | /&,

m

1 Entry

User Defaults

Authorization ID: NEXT

n lowa City, IA

Comment: ‘

ng v

State Q

2013 [3 *Date To: 04/14/2013

More Options:

v‘GO“

-~ Travel and E:

[ Approve Transactions

[ Manage Employee
Information

[» Load External Information

[> Manage Expenses
Security

[» Process Expenses

[» Manage Accounting

[» Real-Time Analysis

[ Central Entry

lAssistant Address1: 12345 Lollipop Lane

Dffice Building ~ Address 2:

City: Salina State: KS Postal: 66395

&
Customize | Find | B

Add to Favorites

First (1 1.4 o 4 [F] Last

Sign out

~

= Travel and Expense Center| |F OS | |||lowa City, IA = 0.00/USD Billable i e
[> Travel Administration —
[» Billing V‘ ‘ ‘
[> Accounts Receivable 3 =
[» Accounts Payable ‘ ‘ ‘ &l
[> Asset Management v‘ I =
> Banking
[ Commitment Control — le Selecled ‘ New Expense v | Add Check For Errors
> General Ledger
[» Statutory Reports
[ Set Up Financials/Supply 0.00 USD
Chain -
b Worklist I v
lIndate Tatals ]
[> Tree Manager (< ¥
& Local intranet 43 BTN

prepaid using

a P-Card.

When selecting the Payment Type, it is important that you choose a payment type that
reflects the Expense Type you selected.

If the Expense Type and Payment Type do not correlate with each another, this creates
more work for your Agency in the future (because a journal entry will need to be created
later to correct the data entry error).

Click the button to the right of the Payment Type field.

Date Created: 04/10/2013
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q | H RT Home Worklist Add to Favorites Sign out

Search: & New Window | Help | Customize Page | }&, |

(]

> My Favorites

[ Kansas In
> Employee Sel-Service 1 Ent
[» Manager Self-Service ry
[ Supplier Contracts User Defaults Authorization ID: NEXT
[> Customers
[» Products
[> Customer Contracls Howm e 18|
b ltems nlowa City, 1A Comment:
[ Vendors hg v
> Purchasing
[> eProcurement State Q
[> Services Procurement —
1 Sourcing 2013 [5 *Date To: 04/14/2013
[> Demand Planning
[> Grants "
: GO

[ Project Costing More Opfions: v‘ ‘ ‘
<~ Travel and E:

> Approve Transactions Assistant Address1: 12345 Lollipop Lane

[ Manage Employee .

Information Dffice Building ~ Address 2:
[» Load External Information City: salina State:  KS Postal: 5895
[> Manage Expenses
Security
[» Process Expenses "
[ Manage Accounting Customize | Find | i First ] 140fd ™ Last

[» Real-Time Analysis

Destination “Date ‘Amount |Currency[*PaymentType |:Biling Type |
IF 0S|+ |||lowa City, IA 0.00 USD PCard Lodgil v ||| Billable + || *Detail

[ Central Entry
= Travel and Expense Center

1> Travel Administration vl ‘ = -
[» Billing Cash

[> Accounts Receivable ,,l ‘ _‘ PCard Airfare

[» Accounts Payable PCard Lodging
I Asset Management vl I =

> Banking

[ Commitment Control — te Selecled ‘ New Expense v | Add Check For Errors

> General Ledger

» Sl Repots —
[ Set Up Financials/Supply
Chain 0.00 USD

& Worklist Unciate Tatals | | 4
[ Tree Manager v|< |

& Local intranet. Sy v Bi00% -

Step Action

28. Click the PCard Lodging from the drop-down list.
PCard Lodging |

29. Scroll to the right to see entire Details fields.

Click the bottom scrollbar.
| |

30. Click the Detail link.

*Detail

31. Currently, the Travel & Expenses module is configured to default a 'Billing Type' of
"Billable" on ALL transaction lines.

If your agency uses the Project Costing module:
SMART uses the 'Billing Type' to identify whether it needs to create a "Billable” (BIL) row
in Project Costing for the expense transaction.

The 'Billing Type' field only impacts processing IF your agency uses the SMART Project
Costing module, AND IF you have entered Project ChartFields on the transaction line;
otherwise, this field does nothing.
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Step Action

Anthony will be spending 2 nights in the hotel.

32.

GMART

Search:

> My Favorites

[ Kansas

> Employee Sel-Service

[» Manager Self-Service

> Supplier Contracts

[> Customers

[» Products

[> Customer Contracls

[ Items

[> Vendars

> Purchasing

[> eProcurement

[> Services Procurement

> Sourcing

[> Demand Planning

[» Grants

[ Project Costing

-~ Travel and Expenses
[ Approve Transactions
[ Manage Employee

Information

[> Manage Expenses
Security

[» Process Expenses

[» Manage Accounting

[» Real-Time Analysis

[ Central Entry

[» Travel Administration

[» Billing

[> Accounts Receivable

[» Accounts Payable

> Asset Management

> Banking

[ Commitment Control

> General Ledger

[» Statutory Reports

[ Set Up Financials/Supply
Chain

[> Worklist

[» Tree Manager

(O]

[» Load External Information

= Travel and Expense Center

A

Worklist Add to Favorites Sign out

Mew Window | Help | Customize Page | /&,

Create Travel Authorization

Authorization Detail for PRPD LODGING CONF OS (Line 1)

Anthony Smart Authorization ID: NEXT
“Date: 04122013 3

*Payment Type: PCard Lodging v

*Billing Type: %me v

Number of Nights:

*Merchant (Choose One):

Non-preferred: Mamiot |
“Location: [outotstate Q
*Description: [2nights @ Mamiott
*Nightly Rate: 125.00) ygp
*Total Amount: 250.00 USD

Exception Comments

Location Amount: ‘

Accounting Detalil
Check Expense For Errors

Return to Travel Authorization Entry

& Local intranet f5 v Haoow -

[ ]

Click in the Number of Nights field.

33.

"2"

Enter the desired information into the Number of Nights field. For this simulation, enter

Date Created: 04/10/2013
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Step Action

Enter the Merchant (hotel name).

34.

GMART

(]

Search:

> My Favorites

[ Kansas

> Employee Sel-Service

[» Manager Self-Service

> Supplier Contracts

[> Customers

[» Products

[> Customer Contracls

[ Items

[> Vendars

> Purchasing

[> eProcurement

[> Services Procurement

> Sourcing

[> Demand Planning

[» Grants

[ Project Costing

[~ Travel and Expenses
[ Approve Transactions
[ Manage Employee

Information

[> Manage Expenses
Security

[» Process Expenses

[» Manage Accounting

[» Real-Time Analysis

[ Central Entry

[» Travel Administration

[» Billing

[> Accounts Receivable

[» Accounts Payable

> Asset Management

> Banking

[ Commitment Control

> General Ledger

[» Statutory Reports

[ Set Up Financials/Supply
Chain

[> Worklist

[» Tree Manager

[» Load External Information

= Travel and Expense Center

A

Home Worklist

New Window | Help | Customize Page | /&,

Add to Favorites

Create Travel Authorization

Authorization Detail for PRPD LODGING CONF OS (Line 1)

Anthony Smart Authorization ID: NEXT
About This Expense
“Date: 04122013 5
*Payment Type:
*Billing Type:
Number of Nights: 2
*Merchant (Choose One):
Non-preferred:
*Location: Out-of-State Q
*Description:
*Nightly Rate: 107.00) ysp

*Total Amount: 214.00 USD
Exception Comments

Location Amount:

Accounting Detail
Check Expense For Errors

Return to Travel Authorization Entry

Sign out

& Local intranet

v oo -

MOVING RENTAL CAR IS
MOVING RENTAL CAR OS
PRPD VEHICLE RENTAL INT
PRPD VEHICLE RENTAL IS
PRPD VEHICLE RENTAL OS
VEHICLE RENTAL INT
VEHICLE RENTAL IS
VEHICLE RENTAL OS

Click in the Non-preferred field.

NOTE: The Preferred merchant field is only used with certain expense types:

On any other expense type, the end user would use the Non-Preferred field.

Date Created: 04/10/2013
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GMART

Search:
®

> My Favorites

[ Kansas

> Employee Sel-Service

[» Manager Self-Service

> Supplier Contracts

[> Customers

[» Products

[> Customer Contracls

[ Items

[> Vendars

> Purchasing

[> eProcurement

[> Services Procurement

> Sourcing

[> Demand Planning

[» Grants

[ Project Costing

-~ Travel and Expenses
[ Approve Transactions
[ Manage Employee

Information
[» Load External Information
[> Manage Expenses
Security

[» Process Expenses
[» Manage Accounting
[» Real-Time Analysis
[ Central Entry
= Travel and Expense Center

[» Travel Administration

[» Billing

[> Accounts Receivable

[» Accounts Payable

> Asset Management

> Banking

[ Commitment Control

> General Ledger

[» Statutory Reports

[ Set Up Financials/Supply
Chain

[> Worklist

[» Tree Manager

A

Home Worklist

Mew Window | Help | Customize Page | /&,

Add to Favorites Sign out

Create Travel Authorization

Authorization Detail for PRPD LODGING CONF OS (Line 1)

Anthony Smart Authorization ID: NEXT
[About This Expense
“Date: 04122013 [H
*Payment Type:
*Billing Type:
Number of Nights: 2
*Merchant (Choose One):
Non-preferred:
*_ocation: Out-of-State Q.
*Description:
*Nightly Rate: 107.000 ygp
*Total Amount: 214.00 USD

Exception Comments

Location Amount:

Accounting Detalil
Check Expense For Errors

Return to Travel Authorization Entry

& Local intranet

v oo -

Step Action

Enter the desired information into the Non-preferred field. For this simulation, enter

35.

"Marriott".

36.

Click in the Description field.

37.

In this field, you will enter a brief explanation of what the expense is for.

Enter the desired information into the Description field. For this simulation, enter "2
nights @ Marriott".

38.

In this simulation, we will assume the nightly rate is slightly higher than the State of
Kansas rate of $107.00. This higher rate was approved for the traveler by the authorized
signator of the agency.

Click in the Nightly Rate field.

107.00|

39.

Enter the desired information into the Nightly Rate field. For this simulation, enter

"125.00".

40.

The *Total Amount: for the hotel stay is updated to reflect 2 nights at $125.00 per night.

Date Created: 04/10/2013
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q | H RT Home Worklist Add to Favorites Sign out

Search: A New Window | Help | Customize Page | /&,
®

otk Create Travel Authorization
[ Kansas
b Employee SelfSenice Authorization Detail for PRPD LODGING CONF OS (Line 1)
[» Manager Self-Service
[» Supplier Contracts Anthony Smart Authorization ID: NEXT
[> Customers A
b Products
[> Customer Contracis “Date: 0412/2013 [E]
Eﬁ:‘fms “Payment Type: P.Card Lodaing v
1> Purchasing *Billing Type: |Billable 15
[ &=aEie wi Number of Nights: 2
[> Services Procurement
> Sourcing *Merchant (Choose One):
[+ Demand Planning Preferred:
[ Grants Non-preferred: Mamiot ]
[ Project Costing
[~ Travel and Expenses =Location: Qut-of-State Q

3 rove Transactions

. a‘;%age e “Description: 2 nights @ Marriatt

Information - . 125.00
[» Load External Information Miahtly Rate: usb
> Manage Expenses *Total Amount: 250.00 USD
e

[» Process Expenses

[> Manage Accounting Location Amount: ‘

[» Real-Time Analysis

[ Central Entry Accounting Detail

= Travel and Expense Center
I Travel Administration Check Expense For Errors
[» Billing
[> Accounts Receivable Return to Travel Authorization Entry
[» Accounts Payable
> Asset Management
> Banking
[ Commitment Control u
> General Ledger
[» Statutory Reports
[ Set Up Financials/Supply

Chain
[> Worklist
[» Tree Manager v

& Local intranet 45~ Hooow -
Step Action
41. Because the agency is making an exception to the nightly rate, you must make a brief

explanation in the Location Amount field of the Exception Comments section.

Click in the Location Amount field.
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Step

42.

GMART

Search:

(O]

> My Favorites

[ Kansas

> Employee Sel-Service

[» Manager Self-Service

> Supplier Contracts

[> Customers

[» Products

[> Customer Contracls

[ Items

[> Vendars

> Purchasing

[> eProcurement

[> Services Procurement

> Sourcing

[> Demand Planning

[» Grants

[ Project Costing

-~ Travel and Expenses
[ Approve Transactions
[ Manage Employee

Information
[» Load External Information
[> Manage Expenses
Security

[» Process Expenses
[» Manage Accounting
[» Real-Time Analysis
[ Central Entry
= Travel and Expense Center

[» Travel Administration

[» Billing

[> Accounts Receivable

[» Accounts Payable

> Asset Management

> Banking

[ Commitment Control

> General Ledger

[» Statutory Reports

[ Set Up Financials/Supply
Chain

[> Worklist

[» Tree Manager

| >

Home Worklist

Mew Window | Help | Customize Page | /&,

Add to Favorites

Create Travel Authorization
Authorization Detail for PRPD LODGING CONF OS (Line 1)
Anthony Smart Authorization ID: NEXT

About This Expense

“Date: 04122013 3
*Payment Type: PCard Lodging v
*Billing Type: %me v
Number of Nights: 2

*Merchant (Choose One):

Non.preferred: Wariot |
*Location: [outorstate @
*Description: [2nights @ Mamiott
*Nightly Rate: 125.00) ygp
*Total Amount: 250,00 USD

Exception Comments

Location Amount: ‘

Accounting Detalil
Check Expense For Errors

Return to Travel Authorization Entry

Sign out

& Local intranet

4y v Hiow -

Action

Enter the desired information into the Location Amount field. For this simulation, enter

"Rate approved by ABC".
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q | H RT Home Worklist Add to Favorites Sign out

Search: A New Window | Help | Customize Page | /&,
®
otk Create Travel Authorization
[ Kansas
b Employee SelfSenice Authorization Detail for PRPD LODGING CONF OS (Line 1)
[» Manager Self-Service
[» Supplier Contracts Anthony Smart Authorization ID: NEXT
[> Customers A
b Products
[> Customer Contracis “Date: 0412/2013 [E]
l; 32;“6505 “Payment Type: P.Card Lodaing v
1> Purchasing *Billing Type: |Billable 15
[ &=aEie wi Number of Nights: 2
[> Services Procurement
> Sourcing *Merchant (Choose One):
[+ Demand Planning Preferred:
[ Grants Non-preferred: Mamiot ]
[ Project Costing
[~ Travel and Expenses =Location: Qut-of-State Q
3 rove Transactions
. a‘;%age e “Description: 2 nights @ Marriott
Information - . 125.00
[» Load External Information Miahtly Rate: usb
> Manage Expenses *Total Amount: 250.00 USD
e
[» Process Expenses
[ Manage Accounting Location Amount: ‘RQ'E approved by ABC
[» Real-Time Analysis
[ Central Entry Accounting Detail
= Travel and Expense Center
I Travel Administration Check Expense For Errors
[» Billing
[> Accounts Receivable Return to Travel Authorization Entry
[» Accounts Payable
> Asset Management
> Banking
[ Commitment Control u
> General Ledger
[» Statutory Reports
[ Set Up Financials/Supply
Chain
[> Worklist
[» Tree Manager v
& Local intranet 45~ Hooow -

Step Action

43. Click the Check Expense for Errors button.

Check Expense For Errors

44, No errors exist. Had an error existed, the field with the error in it would have been
highlighted in red. Additionally, text boxes at the top of the screen would have told you
what the error was.

Date Created: 04/10/2013 Page 22 of 36



Training Guide

Statewide Management, Accounting and Reporting Tool

Travel & Expenses — Creating Travel Authorizations

GMART

Search:

(O]

> My Favorites

[ Kansas

> Employee Sel-Service

[» Manager Self-Service

> Supplier Contracts

[> Customers

[» Products

[> Customer Contracls

[ Items

[> Vendars

> Purchasing

[> eProcurement

[> Services Procurement

> Sourcing

[> Demand Planning

[» Grants

[ Project Costing

-~ Travel and Expenses
[ Approve Transactions
[ Manage Employee

Information
[» Load External Information
[> Manage Expenses
Security

[» Process Expenses
[» Manage Accounting
[» Real-Time Analysis
[ Central Entry
= Travel and Expense Center

[» Travel Administration

[» Billing

[> Accounts Receivable

[» Accounts Payable

> Asset Management

> Banking

[ Commitment Control

> General Ledger

[» Statutory Reports

[ Set Up Financials/Supply
Chain

[> Worklist

[» Tree Manager

| >

Worklist

Mew Window | Help | Customize Page | /&,

Add to Favorites

Create Travel Authorization
Authorization Detail for PRPD LODGING CONF OS (Line 1)
Anthony Smart Authorization ID: NEXT

About This Expense

“Date: 04122013 3
*Payment Type: PCard Lodging v
*Billing Type: %me v
Number of Nights: 2

*Merchant (Choose One):

Non.preferred: Wariot |
*Location: [outorstate @
*Description: [2nights @ Mamiott
*Nightly Rate: 125.00) ygp
*Total Amount: 250,00 USD

Exception Comments

‘Rats approved by ABC

Location Amount:

Accounting Detalil
Check Expense For Errors

Return to Travel Authorization Entry

Sign out

& Local intranet

4y v Hiow -

Action

45,

Click the Return to Travel Authorization Entry link.

!Return to Travel Autharization Entrﬂl

Date Created: 04/10/2013
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q | H RT Home Worklist Add to Favorites Sign out

Search: A New Window | Help | Customize Page | [8, #
[> My Favorites - .
b Kansas Create Travel Authorization
Eﬁ?ﬂ;ﬁﬁﬁgsz Travel Authorization Entry
[» Supplier Contracts Anthony Smart User Defaults Authorization ID: NEXT
[> Customers
[» Products ~ General Information
[> Customer Contracls -
I tems *Description: ‘Classm lowa City, 1A Comment:
I Vendors *Business Purpose: | Training v
> Purchasing
1> eFrocurement Default Location: | Out-of-State Q
[> Services Procurement
1 Sourcing *Date From: 041212013 [5 *Date To: |04/14/2013
[> Demand Planning
[> Grants "
Accounting Defaults : GO ‘
I Project Costing Accounting Defaults More Options: v‘ ‘
[~ Travel and Expenses
> Approve Transactions Job Title: Administrative Assistant Address1: 12345 Lollipop Lane
[ Manage Employee : .
Iﬂfom%ation e Official Station: Landon State Office Building ~ Address 2:

[» Load External Information

[> Manage Expenses
Security

[» Process Expenses

[» Manage Accounting

[» Real-Time Analysis

[ Central Entry

= Travel and Expense Center 0J PRPD LODGING CONF 0S| v ||/lowa City, 1A

City: Salina State: KS Postal: 66395

[> Travel Administration ‘ v‘ ‘ —
[» Billing =
[> Accounts Receivable ‘ ‘,‘ ‘ =
[» Accounts Payable

[> Asset Management ‘ v‘ I =

> Banking N

> Commitment Control ~ CopySelected | Delete Selected | [New Expense v| Add Check For Emors

> General Ledger

[ Statutory Reports
[» Set Up FinancialsiSuppl; N
Chain oo (LIRS T 250.00 USD

> Worklist | \indista Tatais || el
I Tree Wanager v | >

&J Local intranet Sy v Hi00% -

Action

46. Enter the traveler's meal expense in Expense Types.

Click the Expense Type drop-down list.

L
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q | H RT Home Worklist Add to Favorites Sign out

Search: A Mew Window | Help | Customize Page | &, 4
= n ® LODGING IS A
> wy avorites Create TLODGING 03
[» Kansas —LODGING 0S HC
[ Employee Seli-Senvice TravelLopGING 05 SHC
[ Wanager Self-Senvice MEAL-BREAKFAST INT
[> Supplier Contracts Anthony | EAL-BREAKFAST IS User Defaults Authorization ID: NEXT
[> Customers MEAL-BREAKFAST 08
:izmd‘l-lﬂ'ﬁ e MEAL-BREAKFAST OS HC
ustemner Contracts - MEAL-BREAKFAST 0S SHC 1A -
3 Comment:
[ Items MEAL-DINNER INT
I Vendors *Busine MEAL-DINNER IS W
[> Purchasing MEAL-DINNER 05 —
I eProcurement Defaulf (IEAL-DINNER OS HC Q
[> Services Procurement . MEAL-DINNER 0S SHC 1
[> Sourcing R0 MEAL-LUNCH INT Date To: 04142013
[» Demnand Planning MEAL-LUNCH IS
I Grants Accour MEAL-LUNCH 0S More Options: ~] so] ‘
3 _'?UJEILTC;E“”Q MEAL-LUNCH OS HC
=~ Travel and E: .| MEAL-LUNCH 08 SHC .
- Approve Transactions Job Title: VEALS -1S Address 1 12345 Lollipop Lane
I Manage Emplaoyee Official §MEALS -1 HC ing Address 2
Information MEALS - 08
[ Load External Information MEALS OS HC City: Salina State:  KS Postal: 56895
[ Manage Expenses MEMBERSHIP FEES DUES
Security MILEAGE INT AIRPLANE
E ;"UCEEEAEXDEHS‘EE MILEAGE INT AUTO Customize | Find
anage Accounting MILEAGE INT MOTORCYCLE 8 —=
E Eeal—T:rgetAna\ysws MILEAGE IS AIRPLANE [ Destmaion |[:Date JAmount |Currsncy |Paymend Type
entral Entry MILEAGE IS AUTO " =
CeTe [ | |msacesato o lliowa ciia = | 04122013 [ | 250,00 USD PCard Lodgi v | [ Bill
[> Travel Administration v‘ ‘ ;‘
[» Billing =
> Accounts Receivable [ | =
[> Accounts Payable
[ Asset Management ‘ V‘ ‘ %‘

[> Banking B
> Commitment Control ~ CopySelected | Delete Selected | [New Expense v| Add Check For Emors

> General Ledger
[ Statutory Reports
[ Set Up Finar

Chain Dot 250.00 USD
:i#""’”"";‘ ‘ Undata Totais | | 4
ree Manager w4 \ >
& Local intranet E A S
Step Action
47. In this simulation, assume the hotel provides a full-service breakfast and the training

provider is covering lunches and one dinner. The traveler will require reimbursement for
the cost of one dinner during his out-of-state travel.

Click the MEAL-DINNER OS item from the drop-down list.
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GMART |

\dd to Favorites Sign out

>

Mew Window | Help | Customize Page | [B #

=)

Search:

(]

> My Favorites
[ Kansas

> Employee Sel-Service 1 i

B S e Travel Authorization Entry
[» Supplier Contracts Anthony Smart User Defaulis Authorization ID: NEXT
[> Customers
[» Products ~ General Information

[» Customer Contracts - "
I tems *Description: ‘Classm lowa City, 1A Comment: ‘

Create Travel Autherization

I Vendors *Business Purpose: | Training v
> Purchasing

1> eFrocurement Default Location: | Out-of-State Q

[> Services Procurement
1 Sourcing *Date From: 041212013 [5 *Date To: |04/14/2013

[> Demand Planning
Eg:;:}; Costing Accounting Defaulis More Options: v‘ GO ‘ ‘
[~ Travel and Expenses
> Approve Transactions Job Title: Administrative Assistant Address1: 12345 Lollipop Lane
[ Manage Employee
Information
[» Load External Information City:
[> Manage Expenses
Security
[» Process Expenses
[» Manage Accounting
[» Real-Time Analysis

[ Central Entry =
= Travel and Expense Center [J | |PRPDLODGING CONF 0S |v| | lowa City, IA = |[oan2r2013 250.00 USD PCard Lodgil v [

DI e [ | |MEALDINNER 03 | = [o4r12:2013 3 | 0.00| UsSD [
[> Accounts Receivable ‘
[» Accounts Payable
[> Asset Management ‘ .,‘ ‘ %l

> Banking N

> Commitment Control ~ CopySelected | Delete Selected | New Expense v| Add Check For Emors

> General Ledger

[ Statutory Reports
[» Set Up FinancialsiSuppl; N
Chain oo (LR TT 250.00 USD

> Worklist | \indista Tatais || el
I Tree Wanager v | >

Official Station: Landon State Office Building ~ Address 2:

Salina State:  KS Postal: 66895

Cone &J Local intranet Sy v Hi00% -

Step Action

48. Click in the Destination field.

| ]
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q | H RT Home Worklist Add to Favorites Sign out

Search: ~ Mew Window | Help | Customize Page | &, 4

(O]

> My Favorites

I Kansas Create Travel Autherization

 Employes Self-Senice Travel Authorization Entry
[» Manager Self-Service
[» Supplier Contracts Anthony Smart User Defaults Authorization ID: NEXT
[> Customers
[» Products ~ General Information
[» Customer Contracts - "
b ltems *Description: ‘CHSSIH lowa City, 1A Comment:
I Vendors “Business Purpose: | Training v
> Purchasing
1> eFrocurement Default Location: | Out-of-State Q
[> Services Procurement
I Sourcing *Date From: (0411212013 |5 *Date To: 0411412013
[> Demand Planning
:; g:;:}; Costing Accounting Defaulis More Options: v‘ G0 ‘ ‘
- Travel and E:
- Approve Transactions Job Title: Administrative Assistant Address 1: 12345 Lollipop Lane
’ ’I\/’l‘érl:rﬁ:ﬁ%’r_‘np\oyee Official Station: Landon State Office Building ~ Address 2:

[» Load External Information

[> Manage Expenses
Security

[» Process Expenses »

[» Manage Accounting Customize | Find

[ Real-Time Analysis Select ]7 ‘Expense Type Destination *Date *Amount Currency |*Payment Type

[ Central Entry

= Travel and Expense Center [] |PRPDLODGING CONF 0S|+ | lowa City, 14 = |[oan2r2013 250.00 USD PCard Lodgil v [

City: Salina State: KS Postal: 66395

DI e O [MEALDINNER 08 | = [o4r12:2013 3 | 0.00] USD [
[> Accounts Receivable | .,‘ ‘ =

[» Accounts Payable

[> Asset Management | .,‘ ‘ =]

> Banking N

> Commitment Control ~ CopySelected | Delete Selected | New Expense v| Add Check For Ermors

> General Ledger
[ Statutory Reports

1> SetUp F ,

Chain (L T 250.00 USD
 Worklist ‘ Undate Totals | | 4
[> Tree Manager (< | >
Done & Local intranet E A S

Step Action

49. Enter the desired information into the Destination field. For this simulation, enter "lowa
City, 1A".

50. Click in the Amount field.

51. Enter the desired information into the Amount field. For this simulation, enter "23.00".

52. Click the Payment Type drop-down list.

|| ¥
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q | H RT Home Worklist Add to Favorites Sign out

Search: A New Window | Help | Customize Page | /& A
Ew;:::;rnes horization
> Employee Sel-Service i i
[» Manager Self-Service ization Entry
[> Supplier Contracts User Defaults ization ID: NEXT
[> Customers
[» Products
:; ﬁ::;l;:mar Coutects ‘Classin lowa City, 1A Comment:
[> Vendors [Training v|
> Purchasing
1> eProcurement [out-otstate Q
[> Services Procurement
> Sourcing 04/12/2013 5 *Date To: [04/14/2013
[> Demand Planning
[» Grants
: GO
[ Project Costing Ware Options v‘ ‘ ‘
<~ Travel and E:
[> Approve Transactions linistrative Assistant Address 1: 12345 Lollipop Lane
[ Manage Employee
Iﬂfom%atioﬂ e don State Office Building ~ Address 2:

[» Load External Information

[> Manage Expenses
Security

[» Process Expenses "

[> Manage Accounting Customize | Find | # First A 140fd ] [E

b Real-Time Analysis e [ Destination = |Date  |:Amount |Currency["PaymentType |BiinaType |
[ Central Entry -
- Travel and Expense Center| NG CONF 05~/ [lowa City, IA = |[oan2r2013 250.00 | USD PCard Lodgil + || Billable v ||*Detail

';;ﬁl":g"“"m‘”'s“a“”" ER 08 ~ | [lowa City. 14 = [oararz013 ][ | 23.00 USD | [Biable v |*Detail
[> Accounts Receivable
[> Accounts Payable

> Asset Management «‘ | %| PCard Airfare

> Banking PCard Lodging —

1> Commitment Control u Delete Selected | New Expense v| Add Check FqPCard Other

> General Ledger

[» Statutory Reports
[ Set Up Financials/Supply I
Chain ; 250.00 USD

b Worklist Undate Tofals | | o
[> Tree Manager Ralbd ‘ 2

City: Salina State:  KS Postal: 66895

Sl =

& Local intranet. Sy v Bi00% -

Step Action

53. Recall that the Payment Type must be consistent with the Expense Type. Since this
Expense Type does not use a prepaid code (PRPD), select "Cash," indicating the
employee will pay for dinner out-of-pocket and later be reimbursed.

Click the Cash item from the drop-down list.

EET—

54, As before, you may need to scroll to the right to see the entire line.

Click the bottom scrollbar.
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q | H RT Home Worklist Add to Favorites Sign out

e A User Defaults Authorization ID: NEXT i

> My Favorites ————
I Kansas wa City, 1A Comment:

> Employee Sel-Service v

[» Manager Self-Service

[ Supplier Contracts te Q

[> Customers =
b Praducts 3 [ *Date To: 0411412013 3]
[> Customer Contracls
[ Items

I Vendors More Options: v‘ GO ‘ ‘
> Purchasing
[> eProcurement sistant Address 1: 12345 Lollipop Lane
[> Services Procurement
I Sourcing e Building  Address 2:
[> Demand Planning

[» Grants

[ Project Costing

-~ Travel and Expenses

City: Salina State: KS Postal: 66895

[ Approve Transactions Customize | Find First E1] 1-40f4 [ Last
gansosengies [ Destinaion  |[Date  |‘Amount [Cumency|'PaymentType |BiinaTwe | | |
nformation

[» Load External Information 8 |\uwa City, 14 %| \DM12#2013 [:1) 250.00 UsD PCard Lodgii » | | Billable + | *Detail
[ Manage Expenses

Secu,giw z v ||[1owa City, 14 = |(oantarzo13 5 | 23.00 [USD Cash + || Billable v || *Detail
[» Process Expenses —
[» Manage Accounting Zl | = |

[» Real-Time Analysis - | +|

[ Central Entry

= Travel and Expense Center| 3ealected ‘ New Expense w | Add Check For Errars

[» Travel Administration

¢ i —
[> Accounts Receivable
[» Accounts Payable 25000 USD

Egsaf‘i:;ganagement Update Totals

[ Commitment Control u

> General Ledger mit Create A Cash Advance Project Summary

[» Statutory Reports

[ Set Up Financials/Supply
Chain

[> Worklist

[> Tree Manager s ¥

1=

& Local intranet E A S

Step Action

55. Click the Detail link.

*Detail
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= Create - Microsoft Internet Explorer provided by The State of Kansas
@-\- > 2] ks.gov [ certicate Errer | 42| X | [2 [[2]-

File Edit Wiew Favorites Tools  Help

¢ Favaritss | 55 ) DofA Intranet - Home 2] -

& create

GIMART
[

Search: - New Window | Help | Customize Page | &,
U Create Travel Authorization
[» Kansas
b ErEE R EE Authorization Detail for MEAL-DINNER OS (Line 2)
> Manager Self-Senvice
I Supplier Contracts Anthony Smart Authorization ID: NEXT
[> Customers -
© Producls About This Expense
[ Customer Contracts *Date: 0314/2013
[ ltems p . Cash b
I Vendors Payment Type: :
- Purchasing *Billing Type: Billable 5
[ eProcurement Location: Out-of-State Q
[> Senices Procurement
[> Sourcing Amount: 2300 ysp
> Demand Planning Exception Comments.
[ Grants
[» Project Costing Location Amount: ‘
-~ Travel and Expenses
[+ Approve Transactions ~—  Accounting Detail

[» Manage Employee

Information Check Expense For Errors

[ Load External Information
I Manage Expenses Return to Travel Authorization Entrv
Security

[» Process Expenses
> Manage Accounting
[> Real-Time Analysis
- Expense Reports
[ Central Entry

= Travel and Expense Center|

Done & Local intranet Sy v oo -

Step Action
56. The information on the Create Travel Authorization page is all correct:

* The employee will pay cash for a dinner on April 14
* The dinner is reimbursable as an out-of-state travel expense at $23.00
* The meal expense is not billable to any project

Because there is no exception to the reimbursement amount, you will not need to make an
exception comment in the Location Amount field.

Simply check for errors.

Click the Check Expense for Errors button.
Check Expense For Errars
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q | H RT Home Worklist Add to Favorites Sign out

Search: A Mew Window | Help | Customize Page | /&,
b My Favorites Create Travel Authorization
[ Kansas
 Employes Self-Senice Authorization Detail for MEAL-DINNER OS (Line 2)
[» Manager Self-Service
I Supplier Contracts Anthony Smart Authorization 1D: NEXT
[> Customers A
© Producis About This Expense
> Custormer Contracts *Date: 04M14/2013 E1]
[ Items , : Cash 5
[ Vendors Payment Type: -
[> Purchasing *Billing Type: \Bilable  ~|
1> eProcurement =Location: Out-of-State Q
[> Services Procurement
> Sourcing Amount: 23.00 ysp
[> Demand Planning Exception Comments
[» Grants
[» Project Costing Location Amount: ‘
-~ Travel and Expenses
[ Approve Transactions Accounting Detail

[ Manage Employee

Information Check Expense For Errors

[» Load External Information
I Manage Expenses Return to Travel Authorization Entry
Security
[» Process Expenses
[» Manage Accounting
[» Real-Time Analysis
[ Central Entry
= Travel and Expense Center
[» Travel Administration
[» Billing
[> Accounts Receivable
[» Accounts Payable
> Asset Management
> Banking
[ Commitment Control u
> General Ledger
[» Statutory Reports
[ Set Up Financials/Supply

— . & Local intranet E A S
Step Action
57. SMART will highlight any fields in error in red. No red field appears as there are no errors.

Click the Return to Travel Authorization Entry link.
Return to Travel Authorization Entr1'|

58. If there are errors, SMART will display a red flag icon between the 'Select' and the
'Expense Type' columns in the Details section. It will also highlight in red, the fields that
are in error.
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GMART =

Sign out

Search: A New Window | Help | Customize Page | [8, #
[> My Favorites - .
b Kansas Create Travel Authorization
Eﬁ?ﬂ;ﬁﬁﬁgsz Travel Authorization Entry
[» Supplier Contracts Anthony Smart User Defaulis Authorization ID: NEXT
[> Customers
[» Products ~ General Information
[> Customer Contracls -
I tems *Description: ‘Classm lowa City, 1A Comment:
I Vendors *Business Purpose: | Training v
> Purchasing
1> eFrocurement Default Location: | Out-of-State Q
[> Services Procurement
1 Sourcing *Date From: 041212013 [5 *Date To: |04/14/2013
[> Demand Planning
[> Grants "
Accounting Defaults : GO ‘
I Project Costing Accounting Defaults More Options: v‘ ‘
[~ Travel and Expenses
> Approve Transactions Job Title: Administrative Assistant Address1: 12345 Lollipop Lane
[ Manage Employee : .
Iﬂfom%ation e Official Station: Landon State Office Building ~ Address 2:

[» Load External Information

[> Manage Expenses
Security

[» Process Expenses

[» Manage Accounting

[» Real-Time Analysis

[ Central Entry

= Travel and Expense Center " | PRPD LODGING CONF 0S|+ | | lowa City, IA = |[oan2r2013 250.00 USD PCard Lodgil v [

City: Salina State: KS Postal: 66395

';;ﬁl":g"“m‘”'s“a“”" O | [MEAL-DINNER 0S | [lowa ity 14 = [oaraozF | 2300 USD | Cash [
[> Accounts Receivable ‘ .,‘ ‘ ;l

1> Accounts Payable -

[> Asset Management ‘ v‘ I =

> Banking N

> Commitment Control ~ CopySelected | Delete Selected | New Expense v| Add Check For Emors

> General Ledger

[ Statutory Reports
[» Set Up FinancialsiSuppl; N
Chain oo (LIRS T 273.00 USD

> Worklist | \indista Tatais || el
I Tree Wanager v | >

Cone &J Local intranet Sy v Hi00% -

Step Action

59. Scroll down to Save for Later or Submit.

Click the right scrollbar.
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q l H RT Home Worklist Add to Favorites Sign out

Search: 4| Anthony Smart User Defaults Authorization ID: NEXT ~

@ ~ General Information

> My Favorites

- Kansas *Description: Classin lowa City, 1A Comment:

> Employee Sel-Service

[» Manager Self-Service

I Supplier Contracts Default Location: Out-of-State Q

[> Customers

I Producls *Date From: 04/12/2013 5l *Date To: [04M4/2013

[> Customer Contracls

[ Items

I Vendors Accounting Defaults More Options: V‘ GO ‘ ‘

> Purchasing

I eProcurement Job Title: Administrative Assistant Address 1: 12345 Lollipop Lane

[> Services Procurement

[> Sourcing Official Station: Landon State Office Building ~ Address 2:

Eg?ﬂmﬂgd Ranng City: Salina State:  KS Postal: 656595

[ Project Costing

> Travel and Expenses » ™
[> Approve Transactions Customize | Find | &

[ Manage Employee m."m Destination “Date *Amount Currency |’Payment Type ||

Information

& Load External Infarmation [1 | |PRPDLODGING CONF 05 |+ |[lowa Gity, 14 = | 0411212013 [0 25000 USD | PCard Lodgii v ||
[> Manage Expenses =
Security [0 | [mEALDINNER 0S | l1awa Gty 1 =] [oar14r2013 23.00 USD fi

[» Process Expenses |
[» Manage Accounting

[> Real-Time Analysis | .,‘ ‘ = |
[ Central Entry

= Travel and Expense Center Copy Selected \ Delete Selected \ New Expense ~ | Add Check For Errors

[» Travel Administration

*Business Purpose: | Training vl

o =]

b Billing
[> Accounts Receivable
[» Accounts Payable Authorized Amount: 273.00 USD

Egsaf‘i:;ganagement Update Totals
[ Commitment Control 3
[> General Ledger Save for Later Submit Create A Cash Advance Praject Summary
[ Statutory Reports
1> Set Up Finar Return to Travel and Expense Center
Chain
[> Worklist ~
[> Tree Manager (< I >

& Local intranet Sy v Wi -

Step Action

60. You can save the travel authorization, even with incomplete information, without
submitting it. You may need to do this if you believe you will add more expense lines later,
or if you are checking on ChartField codes and may need to correct those before
submitting it.

Click the Save for Later button.
Save for Later

61. To submit the travel authorization for approval, instead, you would click the Submit button,
just to the right of the Save for Later button.

For this simulation, do not click this button.

62. NOTE: Prior to the Travel Authorization being approved, an approver can make a
change to the Travel Authorization if they realize a correction is needed after it was
submitted. Once the Travel Authorization is approved, it would have to be cancelled,
refer to the job aid, How to Cancel a Travel Authorization; and start over, or just
remember to make the correct entry when you pull the Travel Authorization into an
Expense Report.

63. AWESOME!

You have now successfully created a travel authorization.
End of Procedure.
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